SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 10/ 20/ 15 CLCSI NG DATE: 10/29/15 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N SPEC Il - VIC SERV SCDC POSI TI ON #: 012978

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0830 AM - 0430 PM
LOCATI ON: VI CTI M SERVI CES, CCOLUMBI A ( RI CHLAND)

STATE JOB TI TLE: ADM N SPECI ALI ST || STATE JOB CLASS: AA50
BAND: 03 SALARY RANGE  $ 021484 - $ 039754 SPECI AL | NCENTI VE: NO
LEVEL: D SALARY RANGE $ 024167 - $ 038231 SCEIS POSITION #: 61022330

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA. RELATED CLERI CAL EXPERI ENCE MAY
BE SUBSTI TUTED FOR A HI GH SCHOOL DI PLOVA.

AGENCY PREFERRED QUALI FI CATI ONS:
TWO (2) YEARS ADM NI STRATI VE EXPERI ENCE | N AN OFFI CE SETTI NG,
PREFERABLY I N A VI CTI M SERVI CES RELEVANT FIELD. MJUST HAVE KNOWLEDGE
AND EXPERI ENCE W TH M CROSOFT OFFI CE SUI TE (WORD, EXCEL AND

POAERPOI NT) .

DESCRI PTI ON OF DUTI ES:

UNDER DI RECT SUPERVI SI ON AND W TH WRI TTEN OFFI CE PROCEDURES, PERFORMS
A VARI ETY OF ADM NI STRATI VE DUTI ES WHI CH RESULTS | N THE REGQ STRATI ON
OF CRIME VICTI M5 WTH LETTERS OF CONFI RVATI ON AND NOTI CES OF RELEASES
OF | NVATES | N LARGE VOLUVE. CREATES THE VI CTI M RECORD AND NAI NTAI NS
THOSE RECORDS AS UPDATES ARE NEEDED. USES THE AUTOVATED CASE
MANAGEMENT SYSTEM TO PRODUCE LETTERS AND RECORD DOCUMENTS, ACTI ONS
TAKEN AND DI CTATI ON. AFTER TRAI NI NG ANSWERS | N-COM NG CALLS. WORKS
W TH CONFI DENTI AL | NFORMATI ON.

COMVENTS:

PLEASE SUBM T A RESUME WHEN APPLYI NG FOR THI S POSI TI ON.
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